3MICTOBUH MOAYJIb 2. COMMUNICATION
TEMA 2. l]PO(I)ECIﬂHE CIIUVIKYBAHHSI IHO3EMHOIO
(AHI'VIIMCBKOIO) MOBOIO B ITMCBMOBIU ®OPMI

TEXT A. Business Writing

The aim in business writing is to communicate as clearly and concisely as you
can. In our high-tech culture we expect many tasks to take far less time than they do.
Writing is one of them. The ability to write well — clearly and concisely — is not
an ancillary skill; it is an essential skill.

Contrary to general belief, writing is not something only ‘writers' do; it is a
basic skill for getting through life. However, writing is a high-level conceptual
skill and it does take time. Many mental activities are taking place while you are
writing: analyzing the audience, remembering and deciding on what information
to present, organizing the information, putting it into comprehensible sentences,
paying attention to the rules of good writing, proofreading, etc.

When getting started, remember, if you gain control of yourself, you will gain
control of your topic.

* First of all you ask yourself the question about the purpose of your writing:

Are you writing to inquire, inform, persuade, motivate, or do you have more
than one purpose?

Second, get interested in its scope:

 Given your needs and your reader's needs, how much information should you
include?

Third, see clearly the contents of your writing:

» What kind of information will help you to achieve your purpose? Do you
have all information you need? How, or where, can you get additional information?

At last, you should ask yourself about the available constraints:

Put yourself in your reader's place and look at the message through his eyes.
Most of the readers want the results of your thinking, not the thinking itself.
Remember that there is a difference between thinking and communicating. When
experimenting with various ways to organize the information be guided by two
factors: (1) your reader's knowledge and interest and (2) your purpose and the
information itself. The contents of any letter may be summarized as follows: (1)
opening, (2) purpose; (3) action, and (4) polite expressions.

Answer the questions
What should you take into consideration while you are writing?
What can be the purposes of your writing?
What should you keep in mind while writing?
Why are readers more interested in the results of the writer's thinking?
Can you write well?
How important for you is the ability to write well?
What is the most important to organize information properly?

NoabkowbdE



Ilopaau o0 HAMUCAHHA IIJI0BOT0 JIUCTA

o Ilpy wHammMcanHi JIIOBOTO  JHCTa  BaXKJIMBO  JOTPUMYBATHCHA
NMPOCTOTH Ta WiJeCHPAMOBAHOCTI, MO0 CEHC JUcTa OyB YITKUM 1 3pO3yMIIHM.
JloTpumyiTecss TPUHLUIY JAKOHIYHOCTI. BukopucToByliTe HOpMaTHUBHY Ta
3pO3yMITy JIEKCHKY.

o Kpammii cioci6 posmnodatu JUCT — 4iTKO BKa3aTh Mety. lle Tak 3BaHwMi
NpSAMUN TIAX1A, SKUH BU3HAYAE MOJANBIIANA 3MICT JHCTa Ta MPUBEPTAE IHTEPEC
qyUTaya.

o OnHak, SKIO Yy JHUCTI ONUCYBAaTUMYThCS MOTaHI HOBUHHU, TO NPAMMU
miaxia HexouiIbHUA. 3aMiCTh IIHOTO JIOIUJIBHO BHUKOPUCTATH HEMPSIMHUHN MIIXI1,
BUKJIABIIM HETaTUBHI HOBUHHU B JIpyromMy a0o TpeTboMy al3aliax JucTa.

o 3BepTaHHS 1 BCTYNHA YaCTHHA JIUCTa MAlOTh OyTH BBIUWJIMBUMH. 3aBXKIU
OPUAUIANATE yBary Moy TTSM YuTaya.

o Ilicna BcTynmy HEOOX1AHO BUKJIACTH JE€Tall NPOOIEMH.

o OkpecliTh JAaKOHIYHO 1 BOJHOYAC IMOBHO MpOOJIeMYy Ta 3alpONOHYHTE
BapiaHT ii BUpimeHHs. [loBigoMTe ynTaueBl Npo NPUYUHUA NPUHHATOTO PIILICHHS.

o JloTpumMyiiTech OIMHAPHOTO IHTEPBATY 1 3JIMILIAKTE MOABIMAHI TPOOLITU MIXK
a03aramu. BupiBuasiiTe cBiii et o giBomy kparo ( (block style — BupiBHIOBaHHS
PAAKIB 10 KIHIA BI1BO). BUKOpHUCTOBYITE KOPOTKI PEUEHHS 1 JOTPUMYMUTECS YITKHX
a03arB.

o bynbre MakcumanbHO BiaBepTi Ta moBaxkaiiTe 4yac cBoro uurtada. Bigrak
BIJIpa3y MEpEeX0/IbTe 0 CYTl CIPABH.

« BukopucroByiite mpudt «Arialy, «Times New Romany, «Courier Newy
a0o «Verdanay. Po3mip mpudry mae 6yt 10 a6o 12. BukopucroByiite moss 2,5 cm
a6o 1 mroiim 3 ycix OOKiB.

o 3aBXaM CTaBTC IHTEPECH YMTAYiB MOHA] CBOI BJACHI. 3aMiCTh TOro, abu
TOBOPUTHU TIPO CBOI OUiKyBaHHSI, BKQXITh T€, 110 BU MOXETE 3alpPOTIOHYBaTH.

o bynbpre yBa:kHi 3 iMeHEM 1 HA3BOKO KOMIaH1i OTpUMYyBaya.

o JloTpumyiiTecss pO3MOBHOTO TOHY, aJie BOAHOYAC MPO(eCciHHOr0; YyHUKANTE
HaJMIpHOI POPMaTBHOCTI.

o YHHKaiiTe KaproHi3MiB, CaMOBIIEBHEHOCTI, 3apO3yMIIOCTI Ta
CaMOBHXBaJISTHHSI.

o Y JIMCTI BUKOPUCTOBYHUTE MIMCHUM CrIOCIO Ta 0COO0B1 3aiMEHHUKH.

o 3aBXIM 3aKIHYYHUTE JIUCT 3aNIUTOM HA Jil0.

o 3anuITe MyCTHH PSAIOK MICHs 3BepTaHHs (MPUBITAHHS) 1 IEPE 3aKITIOYHOIO
YaCTHHOIO.

o 3po0iTh MOABIWHUHN BIICTYN MK OCTAaHHIM PEYCHHSM 1 KIHIIIBKOIO JIUCTA.

o Sxio HeoOXiHO, 3amiTe 4 a00 5 BIACTYIIIB JIsl BITACHOPYYHOTO MiAMHCY.

JIi10B1 JIUCTH 3aBXKAU APYKYIOThCsS Ha OimoMy mamepi gpopmary A4, a He Ha
KOJIbOPOBOMY a00 Ha OyAb-sSKMX KaHIIEIIPChKUX manepax. bizHec-nmuctu 3a3Buyai
HOCSITH (pOpMaJIbHUM XapaKTep, a TOH JIUCTA 3aBXKIU Ma€ OyTH BBIWIUBUM.

Hanpuknan, He kopektHo mucatu: «I want you to come to our office on
Wednesday». 3amictb 115010 goiiisHo Hanucatu: « Would you be able to come to
our office on Wednesday?»



JIucTH noBUHHI OyTH TaKOK HE 3aHAJITO €MOIIHHUMM.

Hampuknan, skmo Mama Miciie HeCBO€4acHa JOCTaBKa 1, SK HACHIIOK,
3aTpUMKa CTPOKIB BUPOOHUIITBA, TO KOpEKTHO Oyne Hammcatu: »The delivery was
six days late and that caused severe disruption to our production.»

SIK110 B MOBIIOMITSIETE MOTaHi HOBUHHU a00 BHOavaeTecs, MOTPIOHO ayxke
BBIWIMBO 1 TaKTOBHO OKPECIHTH MPUUMUHU MPOOIEMHU.

Mosxna BukopuctoByBatu Bupasu: «I regret to inform you», «Unfortunately»
a00 «I’m afraid thaty.

3aKiHYylTe JTUCT TaKOX MPOo¢eCciiHO Ta BBIUIUBO.
He 3a0yabTe BigpenaryBaTu JIUCT, BUIPABUTH HasIBHI TOMUJIKH (TIepeBipTe
JUCT JBiYi).

®dopMaT AUTOBHX JIMCTIB SIBJSIE€ COOOIO MOCIIIOBHICTh TAKUX €JIEMEHTIB:

« Name and Address of Recipient (im’s oTpuMyBaua Ta ajapeca).
« Date (mata).

« Reference (nmocunanus).

 Salutation (mpuBiTanHs).

« Body (romoBHa yactuHa).

« Closing (miacyMoK, BACHOBOK).

« Signature (miamuc).

« Typistinitials (inimianu BignpaBHUKA).

. Enclosures (nogatkn).

OO0O0B’SI3KOBO MEpEeKOHaTecs, MO 1M’s Ta MPI3BUILIE OTPUMyBaya JIMCTA
HamucaHi mpaBuibHO. BukopucroByiite «Dear SirfMadamy, sikiio BU He 3HaeTe,
KOMY aJIpeCy€ThCS JIUCT .

Dear Sir/Madam — [llanoBHuii mane (maHi).
Dear Mr. Smith — IllanoBHMit MicTepe CMIT.
Dear Ms. — [llanoBHa maHi.

Dear Jack Johnson — IllanoBuuii [[xek IKOHCOH.
Dear Customer — I1lanOBHHMI TTOKYTICIIb.
Gentlemen — ITanoge.

[TpuBiTaHHs 3aBepLICHHS
Slkmo Bam Bimome im’st | Dear Mr. (Mrs., Miss, Yours sincerely.
aroauHd, kil Bu | Ms [miz] Smith)
IIUIICTE
Slkmo Bam ne Bimome | Dear Sir or Madam Yours faithfully
iM’s moguan, gkiii Bu | Dear ladies, dear sirs,
TTUTIICTE To Whom It May Concern




[Tpuknanu BcTynHUX (pa3 y AUTOBOMY JHCTI ( U1 BAKOPUCTAHHS OCHUJIaHb
Ha TOMEpPEHI0 KOPECHOHCHINIO; TMOBIIOMJICHHS NPUYMHM HAMHCAHHSA JIHCTa
TOIIIO):

With reference to your letter of 7 [Tocunarounce Ha Bam smet Bi 7

September, I ... BEpECHS, A...

| am writing to enquire about ... Hanpagisito Bam ucT 3 MeToro
YTOYHEHHS 1H(pOopMaIlii mpo...

After having seen your advertisement VY 3B’s13Ky 3 BammMm pexiraMHuM

in..., I would like ... OrOJIOIICHHAM ¥ ..., 51 XOTiB(J1a) ...

After having received your contact V 3B’s13Ky 3 OTpuMaHHsIM Bammx

information from ..., I ... PCKBI3UTIB (KOHTAKTHHUX JIAHUX )
Bif ..., ...

| received your address from ... and S orpumaB Bamri KoHTaKkTHI AaHi

would like ... BiX ... 1 XOTIB OH ...

In reply to your letter of 2 June, ... — V Biamosiae Ha Bamr nuer Bijg 2
YCPBHS ...

Thank you for your letter/e-mail Bucnosimoro Bam BasiuHich 3a

about ... — Bar et / enekTpoHHUIA JHCT
npo ...

Thank you for your letter regarding ... — | Jsaxyto Bam 3a Bamr nuct
BIJTHOCHO ...

Thank you for your letter of 3 Jsixyro Bam 3a Bam nuct Big 3

November. — JMCTOMAJA.

We/l recently wrote to you about ... — HemonaBuo mu / st HarpaBisuin(B)
Bawm indopmairiro mpo ...

3asepuienna 0inoeo2o aucma

B ocranHbomy a03arli iucta noTpiOHO MUCATH:

Please feel free to contact us in case you have any questions. —
3Bepraiitecs y pa3i BAHUKHEHHS OY/Ib-SIKUX MTUTaHb.

AOO0 HIKYEBKa3aHl BUpPaA3M, SKIIO BU XOUeT€ JOJATU SIKICh JOKYMEHTH,
dbotorpadii:

«l am enclosing...» a6o «Please find the enclosed/attached ...».

3akiHUCHHS JIUCTA MEePETyCIM 3aJIeKUTh BiJl BalllUX CTOCYHKIB 3 aJIpecaToM.
Bukopucrtosyiite «Yours faithfully», skmo Bu He 3HaeTe nroaMHY, 10 SKOi
3BepTaeTech; »YOurs sincerely» — st aapecaTiB, SKMX 3Ha€Te J00pe.

JInst MeHIn odiliitHUX JTUCTIB MOKHA BUKOPHCTOBYBaTH: «Best regards» aco
«Kind regards». Hampukinmi gucta moTpiOHO MOCTaBUTH CBiM MiAMKC, yKa3aTh
MPI3BHINE Ta TTOCATY.

[TepeBipTe MHCT HA HABHICTH TOMIJIOK TI€PE BIAMPABKOIO!

Ipuxnaau BUpa3iB HANPUKIHLI JiJ10BOr0 JHCTA!



Sincerely (Cepaeuno);

Sincerely yours (I1lupo Bamr);
Regards (3 noBaroio);

Best (I3 naiimmpimmmu mooakaHHsIMK);
Best regards (3 moBaro);

Kind regards (3 Halikpanumu mooakaHHsIMHU ),

Yours truly (Illupo Bamr);
Most sincerely (Cepaeuno);
Respectfully (3 nosaroro);

Respectfully yours (3 HalrmmO1Io0 MomaHow);

Thank you (skxyio Bam);

Thank you for your consideration (/Isxyro Bawm 3a yBary),

[Ticns nporo craBTe KOMy 13 HOBOro ad3ally BKaXKITh CBOI JaHi:

— name;
— email address;
— phone number.

Sxmo BU 1HPOPMYy€ETE CBOrO KOJEry HIOJ0 CTATyCy MOTOYHOTO MPOEKTY, TO
(dopmanibHe 3aBepuieHHS OyjJe HE 30BCIM JOPEYHUM; a SKIIO BH, HANPUKIAI,
BCTynaere B 0OpoThOy 3 METOI0 NMPOCYBAHHS MO Kap €pPHUX CXO0JlaX, TO BOHO

OesnepeyHo OyJie MoTpioHO.

I sxomuux «Later», «Thanks», «TTYLy», «Warmly», «Cheers» i moaioHoi
PO3MOBHOI JIekcHKH! Bac mpocTo He 3p03yMitoTh.

Ilpuxnaou ¢ghpa3z ona 3aKkinuenns 0ino6o2o aucma
Taxi (hpa3u 3a3BMUail BUKOPUCTOBYIOTHCA I MOCUJIAHHS HA HACTYIHI MO1i;
BUOAYEHHS; TOBTOPHOTO MTPOXAHHS MPO JOMOMOTY TOIIO.

If you require any further information,
feel free to contact me at any time.
Should you need any further
information, please do not hesitate to
contact me at any time.

If you have any further questions, please
do not hesitate to contact me.

Axmo Bam noTpibHa nogatkona
1H(popmaris, 3sepraitecs B OyAb-sIKUI
qac.

I look forward to your reply. / | look
forward to hearing from you.

51 3 HeTepmiHHAM Yekaro Ha Bamry
BIJIMTOBI/Ib.

| look forward to seeing you.

[3 HeTepniHHAM YeKaro Ha 3ycTpiy i3 Bamu.

Please advise as necessary.

SIk1o HeoOX1HO, Ha/TaBalTe CBOI
pEeKOMeHIaIlli.

We look forward to a successful
working relationship in the future.

Mu HanamToBaHi Ha YCHIIIHY CHIBIIPALIO
3 Bamu B MaiiOyTHROMY.

Once again, | apologize for any
inconvenience.

[le pa3 mpuitMiTh MOT BUOaYeHHS 3a Oy /1b-
SIK1 HE3PYYHOCTI.




We hope that we may continue to rely

on your valued custom.

Mu criofgiBaeMoch Ha Bari niiHH1
3aMOBJICHHS.

| would appreciate your immediate
attention to this matter.

51 OyB Ou BasiuHMIA 3a Bamry
0e3mocepeIHIO yBary J0 I[bOr0 MUTaHHS.

| await your reply with interest.

A ouikytro Baroi BiJimoBiJii 3 HETEPIIHHSIM.

We look forward to building a strong

business relationship in the future.

Mu HayamtoBasi Ha o0y 1I0BY MIITHUX
JIJOBUX CTOCYHKIB 3 Bamu y

MaliOyTHbOMY.
I look forward to our meeting on the 7th | 51 3 HeTepmiHHIM O4iKyO HAMIOI 3yCcTpivi 7
of October. YKOBTHSI.

Thanks for your extremely helpful
attention to this matter.

JIsKyro 3a Bamry Haa3BU4amiHO KOPUCHY
yBary 0 IbOT0 MUTaHHS.

Thanks again for your attention,
consideration and time.

[Ile pa3 asKyto 3a yBary, po3risij 1 yac.

It's always a pleasure doing business

with you.

I3 Bamu 3aB11 MpUEMHO MATH CIIPABY.

Thanks again for sharing your expertise

in this matter.

[Ile pa3 askyro 3a 0OMiH JOCBIJIOM Y
I[bOMY MMHUTAHHI.

I am looking forward to getting your

input on this issue.

51 3 HEeTEepHiHHAM YeKato
MO>KJIMBOCTI 3poouTH Bar BHECOK y 1ie
MUTaHHSI.

KOPUCHI BUPA3U

| am happy to write to confirm our
agreement  about the summer
workshop.

Panuii HanmucaTtd mpo MIATBEPAKEHHS
Hamoi 3 Bamu yroau moao JITHBOI
MaMCTEpHI.

Thank you for writing to us about your
experience in our research center last
week

Hsaxyemo Bawm 3a Te, 110 Hanmucaim Ham
npo  CBIW  JOCBIA Yy  Haliomy
JOCIITHUIIBKOMY TIEHTPI Ha MUHYJIOMY
THKHI.

It was a pleasure meeting you at the

byB paamit 3ycrtpituca 3 Bamu Ha

meeting/conference  last Monday. | 3i0panHi / koHdepeHnii y  MHHYIHH
[IOHEIIJIOK.

| am writing to provide the information | Hangaro iHpopMarito, SKy BH

you have requested. 3aIHATYBaJIH.

As per our phone conversation Y mpomoBxkeHHI Hamoi TenedOoHHOI
PO3MOBH...

Thank you so much for contributing to
our auction

Hsxyro Bam 3a Te, mo 3poOuiam CBiid
BHECOK Y HaIll ayKIlIOH.

| am applying for graduate schools in
marine biology, and | would be very
grateful if you would write a letter of
reference for me.

S nopmaro 3asgBKy B acmipaHtypy 31
crietianibHOCTI «EkoHOMIKa» 1 OyB Ou
Jy>Ke BISTUHUM, k110 0 Bu Hanmcanu s
MEHE peKOMEHIAIIMHUM JIUCT.




Thank you for writing to ask about
attending the conference in Baltimore.
| wish | could approve your request.

Jaxkyro Bam 3a JMCT  CTOCOBHO
koHbepenuii y bantumopi. XoTiB 61 s
cxpauti  Bam  3ammr. Ha  xane...

Please accept my apology for missing
the meeting yesterday. | am very sorry
that | was unable to attend.

[TpuitmiTh MOi BUOaueHHs 3a
IPOIYIIEHY 3yCcTpid BUopa. MeHi
IIIKOJ1A, 1110 I HE 3MIr OYTH MNPHUCYTHIM.

Congratulations  on  successfully
passing your bar exam. You are now
officially an attorney

Bitaemo Bac 13 ycmimHo CKJ1aJieHUM
iciutoM. Temep Bu odimiitHo €
YHOBHOBa)KCHOKO 0CO00¥0!

| fully meet or exceed the requirements
of the Business Analyst Ill position,
and | am pleased to apply for it.

S  TOBHICTIO BIAMNOBIMaI0 BHUMOTaM
OizHec-anamituka III  xareropii abo
MEpEeBEPIIyIO iX, 1 1 pajil0 MOXKIUBOCTI

NOJAaTH 3asiBY Ha IO MOCay.

TEXT B. 10 BuaiB 0i3Hec-JIUCTIB

« Komepuiitnuii tuct. Sales Letter.

TunoBi KoMepIiiiHI (pEKJIaMH1) JIMCTU MMOYMHAKOTHCA 13 CHIIBHOI 3asBU, 100
NPUBEPHYTH yBary 4nTaya, OCKUIBKM META MOJIATa€e B TOMY, a0M CIIOHYKaTH MOro 10
.

Taxi TUCTH BKIIIOYAIOTh y ce0e 3aKJIMKH, TOKIaIHUN OIIUC KOPUCTI JIJIsl YMTaya,
MOCJIIJIOBHICTh BXKUTTS 3aXOIB, a TaKOXX HOMEpH TeleoHiB ad0 MOCUJTIaHHS Ha
CaWT.

o JIuct-nopyvennsi (mcr-3amosiaennsi). Order Letter.

JIuctu-3aMOBIEHHS BIAIPABIIAIOTHCA CIIOKUBAaYaMU BUPOOHUKY, TPOAABIIIO YU
OTITOBUKY JIJIsl 3aMOBJICHHSI TOBapiB 200 MOCITYT.

Jluct mae mictutu iH(OpPMaILIiIO PO HOMEP MOJEN1, HA3BY MPOJIYKTY, OakaHy
KUIBKICTB Ta OYIKYBaHy BapTICTb.

[Hdopmariis mpo omIaTy TakoX 1HOJ1 BKIFOYAETHCS Y JIHCT.

o JIucT-ckapra (pexiaamanisi). Complaint Letter.

Peknamariisi —ipeTeH3is Ha HU3bKY SIKICTh TOBApY 3 BUMOTOIO BIJIIIKOyBaHHS
30utkiB. CioBa 1 TOH, SIKI BU BHUKOPHUCTA€TE B JIMCTI-CKAp3i, MOXYTh CTaTH
BUPIIIATEHUM YHHHUKOM TIPU HOTO PO3TIISII.

BynpTe TakTOBHUMH, 3aBXKAU JOTPUMYyHTECS NPOdECIiHOrO TOHY, SIKIIO
nparsere, o0 KePiBHUIITBO BAC MOYYJIO.

o JIucr i3 BperymoBanHs cynepedok. Adjustment Letter.

Takuii TUCT 3a3BUYall HAJCUIIAETHCS y BIATOBIAL HA TIPETEH31I0 a00 CKapry.
k1o cuTyarris CKIagaeThCsl Ha KOPUCTH KITIEHTA, TO MOYHITh JIUCT 13 II€T HOBUHHU.
Axmo HI, xoTpuMmylTecs (PaKTOJOTIYHOTO TOHY, 30epirar0yu BBIUJIUBICTS.
[ToBi1OMTE KITIEHTY, IO BU PO3YMIETE MOTO CKapry.

o JIucr-3anur. Inquiry Letter.

Jluctu 13 3amUTOM CKJIQJAIOThCA 3 METOK OTpPUMaHHsA 1HQopMalii BiA
orpuMyBaya. Ilpu cKiagaHHI TakKoro JHCTa, JOTPUMYWTECS YITKOCTI Ta
JAKOHIYHOCTI, IepepaxymnTe Juile HanO1IbIl He0OX1IHE ISl Bac.



OO06OB’s3KOBO BKaXiTh CBOIO KOHTaKTHY 1H(opMallito, abu 4yuTad MaB 3MOTY
BaM BIJMOBICTH.

o JIucr-naragysanns. Follow-Up Letter.

3a3Buuai 11e peKIaMHUH JUCT, HAICIIAaHUA TOBTOPHO (HAIPUKJIIAJ, Y BHIIAAKY
HE HaJIXO[KCHHSI 3aMOBJICHHS).

[le mMoxxe OyTH BIIAUT MPONAXy, SKUU ISKy€E KIIEHTOBI 3a O(OpMIICHHS
3aMOBJICHHSI, O13HECMEH, SIKUW TMPOBOAUTH OTJISIA PE3yJIbTATiB 3yCTpidi, JIIOJAWHA B
MOIIYKY POOOTH, SIKa CTABUTh MUTAHHSA [IPO CTATYC CBOET 3asBHU.

Haituacrinie Takl JUCTU ABIAIOTHL COOOI0 KOMOIHAINIO MOMAYHOI 3aMITKH Ta
KOMEPIIHHOTO JIKCTA.

o Pexomenpaniiinmii auct. Letter of Recommendation.

[ToTeHmiitHI poOOTOMABII YACTO 3aMUTYIOTh Y KaHJIWUJATIB TakKi JIUCTH, MEepe
THUM SIK HAUMAarOTh iX.

[e#t Tun 1McTa 3a3BU4ail IBJIsI€ COOOIO BIATYK MOMEPEAHBOTO POOOTOAABLSA (YU
CHiBpOOITHUKA) TIPO 37100yBaua 3 mpodeciiiHoi TOUKH 30Dy .

o JIucr-niarBeprkenus. Acknowledgment Letter.

JIucTU-niATBEPIKEHHSI BUKOHYIOTh (DYHKIIIIO 3BUYaiiHOi kBUTaHIi1. KomnaHii
NOCWIAKOTh iX, 1100 MOIH(GOpPMYyBaTH OTpUMyBaya MpO TE€, 110 BOHH OTPUMAIIU
NOMNepeHE TMOBIAOMJIEHHS 3 1H(OpMalli€wn, JOKyMeHTaMu abo  I1HIIMMU
MaTepiaiamu, Mpo paHille JOCATHYTI JOMOBJIEHOCT1, HAMIPU TOILO.

JIMCcT-miATBEPIKEHHSI € 3HAKOM YBaru i MoBaru J0 OTpUMyBaua, OJIHaK cama
TSt MOKe OyTH B)KHUTa a00 HE BXKUTA.

o Cynposignuii squcrt. Cover Letter.

Taki nucTy 3a3BUYail CympoOBOKYIOTH MAaKeT JOKYMEHTIB, 3BIT ab0 1HIIUM
ToBap. BOHM BHUKOPHCTOBYIOTHCS Uil ONUCY TOTO, IO BKJIIOYEHO B IOCUIIKY,
IHCTPYKTYIOTh JUIsl 4oro 1 1mo (3a HEOOXiJHOCTI) Ma€ pOOUTH OTPUMYBAY.
CynpoBiJiHi JIUCTH, SK TPABUIIO, JIAKOHIYHI.

« 3agBa npo 3BiiibHeHHs. Letter of Resignation.

Konu mpailiBHUK IUIaHy€ 3aJIMIIMTH CBOKO POOOTY, JIMCT MPO 3BUILHEHHS
3a3BUYall CIPSMOBYETHCSA HOro Oe3MocepelHbOMY MEHEIKEpYy 13 3a3HaYEHHSIM
OCTaHHBOrO AHS poOoTH. HaifuacTime cmiBpOOITHUK TaKOX JETANIbHO MOSCHIOE
NPUYUHY, 3 KO 3aJUIIa€ KOMIaHIIO.



TEXT C. [IpouuraiiTe Ta nepexjaaaiTh AL10Bi JUCTH

JIuer 1

1. Company Letterhead
Students Of The Future Co.
610 Fountain Ave
Burlington, NJ 08016
June 6, 2018
Burlington Township Student
Street Address
City, State Zip
Dear Student:
Use this sample letter as a template to help you complete your activities throughout
this course. | have purposely set up the spacing and content to make it easier for you
to delete existing text and replace it with the content that you need to use. Please be
sure to use all the tools provided to you, so that you are more efficient with your
work.
Be sure to copy down the text boxes | have provided, they may be helpful when you
need to compose different types of business letters. Be sure to save this document
as: Letter Template.
Sincerely,
Mr. Rogers
Business Ed. Teacher
*Enclosure* (if needed)

JIuer 2

2.0rganization Letterhead

March 16, 2016

Mr. Ernie English

English Company

1234 Writing Lab Lane

Write City, IN 12345

Dear Mr. English:

The first paragraph of a typical business letter is used to state the main point of the
letter. Begin with a friendly opening; then quickly transition into the purpose of your
letter. Use a couple of sentences to explain the purpose, but do not go into detail
until the next paragraph.

Beginning with the second paragraph, state the supporting details to justify your
purpose. These may take the form of background information, statistics or first-hand
accounts. A few short paragraphs within the body of the letter should be enough to
support your reasoning.

Finally, in the closing paragraph, briefly restate your purpose and why it is
important. If the purpose of your letter is related to your employment, consider
ending your letter with your contact information and title if it not included on
letterhead. However, if the purpose is informational, think about closing with
gratitude for the reader’s time.



Sincerely,
*Signature*
Lucy Letter
President
*Enclosure

Illo Take MoTHUBaNiMHMI JHCT?

Beryn g0 yHiBepcuTeTy 3a KOpIOHOM abo cmpoOa TmpalleBiamiTyBaHHA
nepeadoavyae HaMmMCaHHs MOTUBAIIHHOTO JIMCTA. Y OUIBIIIOCTI BUMAIKIB MPABHIHHO
oopmieHuit MmotuBaliinuit auct — 1e 50% BcTynmy 10 YHIBEpCUTETY Balloi Mpii
abo mpanesnamryBaHHs. CaMe TOMYy HE BapTO CTaBUTUCA JIETKOBAXXHO JI0 HOTO
HarmucaHHA. MotuBauiitauii ouct — Personal Statement, Statement of Person,
Motivation Letter — me HeoOXigHa YacTHHA aHKETH, SKa pPa30oM 3 IHIIMMH
JOKYMEHTaMU TOJIa€ThCA MPHU BCTYMI 10 3apyOlKHUX 3aKIaliB OCBITH.

MoskHa CMIJTUBO CTBEPKYBaTH, IO I1¢ HAWBaXJIHBIIIA YaCTHHA 3 YChOTO
makeTa JOKYMEHTIB, IO € TaKOX TapHUM 3aco00M caMOBHUpaKCHHS. AJKe
npuiiMasibHa KOMICIsI HEe OauuTh JIOJWHH, a TUIBKM JOKYMEHTH, AHKETy Ta
MOTHUBAIIHHUA JUCT. be3cyMHIBHO, camMe B MOTHUBAI[IMHOMY JIMCTI TOTPiOHO
MaiCTEpHO TPEACTaBUTH ce0€ 1 CBOI HAaBMYKM MAKCUMAJIbHO BUTIJHO, OMHUCATH
OCBITY, HassBHUI Npo(eCIifHUI TOCBIJ Ta YYacCTh Y CYCHIJIbHOMY HUTTI.

MoruBariiitauii auct (Mmotivation letter) — e ece Ha 1-2 cTOpiHKH, B SKOMY
KaHJAUAAT OMKCYE CBOI 1HTEpecH (akaaemidHi), JOCBiM, I, )KUTTEBY MO3UIIIIO Ta
JOCSITHEHHsSI. MOTHBAIIHHUN JIUCT MOXE PO3MOBICTH MPO aBTOPA, MOBIJIOMHUTHU
BOXJIUBY 1H(hOpMAITLIIO:

o TIO-TIEpIIIE, MPUKWMAJIbHA KOMICISI 3MOXE OTpPUMATH YSIBJICHHS TIPO
KaHAuAaTa, HOro 3/1aTHICTh KPUTUYHO MUCIUTH, aHAJIITHYHI HABUYKH.

o IO-JIpyTe, MPO 3AATHICTh KaHAMAATA JOTIYHO, 3B'SI3HO 1 rpaMaTUYHO
MIPaBUJILHO MUCHMOBO BHCIIOBJIFOBATH CBOI TyMKH.

MeTa HAIIMCAHHA JIUCTA

['onoBHa meta nucta ans Beryny 3BO — mepexkoHaTH 4ieHIB TpUilManbHOI
KOMICIi B TOMY, II0 BU € HaWKpalluM KaHJIWJATOM, SIKOMY i MOTpIOHO BiAmaTu
nepeBary. 3a JOMNOMOTIOK JIUCTa BH HAJIATOKYETE KOMYHIKALIIO 3 YJE€HAMU
npUiIMaNIbHOI KOMICIi, a ISl TOTO, 00 L KOMYHIKallisl BUSIBUJIACsS YCHIIIHOK AJIs
Bac, MOTpioHO:

. 3HATH, YOTO CaMe YeKae BiJ BacC IIHOBA ayJUTOPIS;

. YITKO YCBIJOMJTIOBATH, 1[0 CaM€ BH MParHeTe OTPUMATH BiJ MPOIIECY
HABYaHHS y BUIII;

. MPaBUJILHO PO3MOBICTH TPO Ti YHIKaJdbHI SKOCTI, SIKI HAJalOTh Bam
nepeBar.

Takuil TOKYMEHT, SIK MOTHBAIIMHUI JINCT aHTJIACHKOIO MOBOIO, JIOTIOMAarae
npaleBiIallTyBaTUCS Ta OTPUMATH MPECTUXKHY OCBITY. CaMe TOMY MpH HaNMCaHHI
JIMCTa MaM'siTaliTe Taki KJIIFOYOB1 ITpaBuJia;

1. Kowmicii pi3Hux (haKkyJbTeTiB OLIIHIOIOTH JIUCTH 33 PI3HUMHU KPUTEPISMHU.



2. 3rajika mpo KOPOTKOCTPOKOBI Ta JOBIFOCTPOKOBI I[iJli HABUAHHS €
JIOLTBHOIO.

3. Omnrc 0cOOUCTOTO TOCBITY Ta MOCATHEHHS BKa3yIOTHCSI 00OB'I3KOBO.
4, KopoTka xapakTtepucThka HaBYaHHA 1 JOCSITHEHb y Mik cdepi €
HEOOX1IHOIO.

[Ipo mo BapTo 3rajaTd, KOJM BH MHIIETE MOTHUBALIWHUN JHUCT IS
IpaleBIalITyBaHHs B 1HO3eMHY KommaHito abo Bcrymy no 3BO? Toit, xTo Oyne
YUTATH Balll JINCT, HANIEBHO CIIOJIIBAE€ThCS OTPUMATH BiJAMNOBiJI Mpo Bac. Tomy He
BapTO HOro po3uapoByBatu!

Y MmoTuBaniiHOMY JIMCTi NIOBUHHI OyTH:

. aHaJi3 0COOMCTHX SIKOCTEH (3a MM OyayTh POOUTH BHCHOBOK IIOJIO
TOTO, SIK CaM€ BH OIIIHIOETE cebe, a OTKeE, i OTOUYIOUHX);

. HIMPICTh ((PabIIMBICTh BIAUYBA€EThCA OApa3y — MaTe 1€ Ha yBasi!);

. OMMC MIATOTOBKM Ta MOTHBAIlIS (JOCBII POOOTH, HOCSATHEHHS,

HAaBUYKHM, KOHKPETHI BKa3iBKH, YOMYy BH OOpajii came L0 CHEeUIaJbHICTh, SK
MJIaHYETE PO3BUBATHUCS 1 BJOCKOHAIIOBATHUCS B 11iH1 cdepi);

. HasBHICTh LJIEH 1 OOTrpyHTOBaHICTb OOpaHOi Mporpamu (Ba’KJIMBO
BKa3aTH, 4YOr0 CaM€ BU XOUYETE JOCAITH, HABYAIOYMCH 32 LIE€I0 CHEIaNbHICTIO 1 SIK
MPOLIEC HABYAHHS IOMIOMOKE BaM JOCSTTH MTOCTABIEHUX LIIEH);

. Jorika moOy/10BU TEKCTY.

Yoeo cnio ynukamu npu HANUCAHHI MOMUBAYTUHO20 TUCMA.

[To-nepine, HamaraTecs yHUKATH KIIIIE 1 3aTalIbHUX PEYEHb, K1 030aBICHI
KOpHUCHOI 1H(popMaIii.

[To-npyre, MOTUBAIIMHUI JUCT HI B IKOMY pa3i HE TTOBUHEH MEPETBOPUTUCS
Ha repekas pestome. HaBnaku, BiH Ma€ JOMOBHUTH YSIBJICHHS YIEHIB PUHAMAaIbHOT
KOMICIi PO Bac, a HE MOBIJOMHUTH IM Ty caMmy iH(}OpMalito, Ky BOHU MOXYTb
MPOYUTATH B PEIOME.

OkpiM TOTO, yHHKalTE HEOE3MEYHUX, HEOAHO3HAYHHUX TEM, YTPUMANTECS BiJl
BUKJIAly AYMOK IIOAO TMOJITUKA YW Peirii, ocoOJUBO, SKILO Balla TOYKa 30py
HAJTO BIJIPI3HSETHCS Bl 3arajJbHONPHUIHATOI. BHKOpHUCTOBYHTE MPOCTI clioBa 1
pPEUCHHSI, HE YCKIIAJHIONTE YMTayeBl CIPUUHATTA TEKCTy. | HailronoBHile — He
IUIITH 3aHaATO Oararo. Ile 3aranpHi MpaBuIa Xopomoro ToHy B motivation letter.

OdopmiieHHsI MOTHBALIMHOTO JIUCTA

3p0o3yMizio, BH MOXXETE€ 3aBAHTAKUTU IMAOJOHW MOTHBAILIMHOTO JIMCTA
aHTJIMCHKOI0 MOBOIO Ta CKJIACTH CBIM JIMCT BIAMOBIAHO J0 3HAMJICHUX 3pa3KiB.
Opnak Haiikpaiie — CchpoOyBaTH, KEPYIOUHCh 3arajilbHUMH PEKOMEHJAIISIMHU,
HamIucaTH BIACHUM JIMCT-Ece.
dopmaru ece:

. HE CTpyKTypoBaHe. Bu y BUIbHI#M (popMi 3MOKeTE BUKJIACTH CBOI 1111,
3aBJaHHS Ta OIMCATH JOCBIJ, OCOOHCTI SIKOCTI Ta JOCIATHEHHS;
. €ce y BUIUISIAI BIANOBiAEH Ha 3anmuTaHHSA. Take ece, K IMPaBUIIO,

NUIIYTh KaHAUAATH, SIKI XOUyTh BCTYNUTH Ha nnporpamu MBA. YV Takomy Bunaaky



MOTHUBAIIIHHUA JUCT OyAe CKIaJaTHCS 3 KOPOTKHX €cCe-BIJMOBIIEH Ha OKpeMi
MTUTaHHS.
[Tigxoau no opranizailii TEKCTY:

. Tematnunux migxin. Bu aknentyere yBary Ha 2-4 Temax i
posnoBijfaeTe npo HuX. [lepeBaru miaxoay B TOMY, IO BU OTPUMY€ETE MOXKIIUBICTD
IIPOBECTH Mapaiesb MiXK JIBOMa HE TIOB'sI3aHUMH B XpPOHOJIOTTYHOMY ITUTaHI TIOISIMH,
K1 BH XOU€TE TOPIBHSATH.

. XpoHonoriynuid miaxia. Bu  ommcyere moali B XpOHOJIOTIYHIN
[IOCJIIIOBHOCTI.

SIx mpaBUIILHO OpTaHi3yBaTH TEKCT?

Haiimikagimii (akTy rmojaBaiTe Ha MOYaTKy JUCTA, aJ)Ke€ HHEMA€E rapaHTii, 1o
JUCT Oyie TOYMTAHUM 10 KIHIIS.

1. ®dakT HamMaramTecs JOTIYHO BHKJIAJATH TaKUM YMHOM, IIIOO YHMTA4 MIT
0auuTH Balll PO3BUTOK SIK B OCOOMCTICHOMY, TaK 1 B PO eCIHHOMY acleKTax.

2. Posnopminsaiite Tekct Ha ab3amu. BukopucTOBYHTE Cl0Ba-3B'S3KH IS
nepexoAy Bia ofgHoro ab3amy o iHmoro. [IparHiTe A0 Toro, abu kokeH al3arl
BAIlIOTO JUCTa OYB MIHI-ICTOPIEID 31 3aB'I3K0I0, KYJIbMIHAIIED Ta JIOTTYHOIO
PO3B'A3KOI0.

3. BcTym — came Ta wacThHA MCTA, SIKa TOBUHHA 3MYCHTH YWTa4da IPOYUTATH
Horo 1o KiHis. 3poOiTh JHMCT I[IKABUM: BHUKOPHUCTOBYMTE LIUTATH, OMUC TMOAIl 3
KUTTS, HE3BUYAMHI PaKTH.

4. BUCHOBOK — HE MEHII BaXJIMBa YacTHWHA JUCTAa. BHCHOBOK MOBHUHEH
3QJIMIIUTH TIO3UTUBHE BPAXXEHHS BiJ MpouuTaHoro. HampukiHiii Hemae motpedu
pEe3IOMyBaTH KOXEH IyHKT, ajié MOXXHA PO3TJIAHYTH 3alpONOHOBAaHI B JIMCTI
poO0IeMU Mij IHIIUM KYTOM, TIOB'SI3aTH iX 3 OUIBIN MI00ATBHUME Mpobiiemamu abo
MOBHIIIIE OMKUCATH Ballli 111 Ta MOTHBAILIIO.

5. Penaryiite nuct B Kiipka eraniB. CoyaTKy IpOCTO HAUIIITh TEKCT, Yepe3
JICeHb-JIBA TPOUMUTANTE HOTO, JEHI0 Mi3HIINIE — JOKJIAJHO BUYMUTANTE, BUIIPABTE
rpaMatuyHi i oporpadpiyHi HOMHIIKH.

®pa3u, AKi MOKHA BUKOPHCTOBYBATH B TEKCTi JIMCTA

| am particularly interested in this job, as | 51 3arikaBieHuii B OTpUMaHHI IIi€l

pOOOTH, OCKUJIBKH ...

| would like to work for you, in order to

A xoriB O6u mnpamoBatd y Bamrii
KOMITaHii

My strengths are ...

Moi CHITbHI CTOPOHH. ..

| would say that my only weakness /

MoKy ckaszatv, MO €IUHOK MOEK

weaknesses are .... But | am looking to | cmabkoro cTopoHOHO € Ane s

improve in this / these area / s. IPAIIOI0 HAJT ITUM.

| would be well suited to the position | I  BBaxkaro  cebe  JTOCTOMHHUM

because ... KaHIWJIaTOM Ha IO  BaKaHcilo,
OCKLUIBKH. . .

My area of expertise is ... A cnenianisyrocs Ha...

Even under pressure | can maintain high | Haite  mig  THCKOM s MOXY




standards. — BIJIOBIJIATH BUCOKHM CTaHIapTaM.

| have a lively interest in ... and would | S gyxe 3arikaBJIeHUH B ... 1 OLIHIOKO
appreciate the opportunity / chance to | mranc 3acTocyBaTu CBOi 3HaHHS B ITiH
broaden my knowledge by working with | po6oTi.

you.
| am highly motivated and look forward | SI miificHo Xo4y OTpHMAaTH JOCBIJ
to the varied work which a position in | pobotu y Bamiii KoMnaHii Ha mocai,
your company would offer me. Ky Bu 3MOXKeTe 3anmponoHyBaTH.

MoTuBaniifHul JHUCT MOXHa BiApa3dy MUCATH AaHMNIMCHKOIO MOBOIO abo
CIOYaTKy HamMcaTh YKpaiHChKOIO, a MOTiM — mepeknacTh. Och TUIBKH MpHU
nepeKsiai MOKe€ BUHUKHYTH HM3Ka HETOYHOCTEH 1 moMuiok. Hainomumpenimri
NOMWIKM TpPH MEPeKIaJl MOTUBALIMHOIO JIMCTA AHIIIMCHKOIDO MOBOIO — L€
Y3TOJIKEHHS 4YaciB y CKJIQJHUX PEUYEHHSX, HENPAaBWIbHHUIA MOPSAOK CIIB (BILATAK
NepeKsaj] BUMaraTuMme nepedy/10Bu pedeHHs!), HenpaBuiibHE BXXUBAHHS OJHHUHH 1
MHOKUHH MPHU MEPEKTAI].

OO0csir MOTHBALIHHOTO JIMCTA

MoTuBaIIHUN JTUCT CKJIagacThes 13 4 a03a1iB:

Ilepuiuii ad3ay OBUHEH YITKO BKa3yBaTH, Ha SIKYy IIOCaJy B NPETEHIyETE Ta
3BIJIKHM B J13HAIKCS PO IFO TIPOTIO3UIIIIO.

Jlpyzuii a63ay TOBUHEH OKPECTIOBATH Ballll BMIHHSA Ta KBamidikallioo, 10
poOuTh Bac HaOLIBII JOCTOMHMM KaHAMJIATOM Ha L0 mocaxy. AJie TyT Majo iX
IPOCTO MEpPENIYUTH, BapTO iX OOrpyHTyBaTH. IS 1HbOro HEOOXITHO HABECTH
JeKUJIbKa MPUKIIA/IIB 13 JOCBIAY, IO MOKA3YyIOTh SIK caMe BU HAOyJIM Ta BUPOOUJIM B
co01 KOHKpETHi gKocTi. B iaeaini, BU MaeTe po3noyaTy CBId MOTUBALIIITHUE JUCT 13
NPUKIAiB. Y pe3ylbTaTi ONMMcaHe MOBUHHO XapaKTePU3yBaTH Bac SIK HE3aJCKHY,
KpEaTUBHY OCOOHUCTICTh, SKa MOXE B3SITH IHIIATUBY Ta BIOpATUCA 13
MOCTABJICHUMHU 3aBJIaHHSAMU (ApyTUid a03all MOBUHEH MOKAa3aTH, YOMY B MPHUIATHI
JUIS 111€T poOOTH).

Tpemini a63ay TOBUHEH MOTHUBYBATH Baille Oa)XaHHS OTPUMATH IO pOOOTY.
TyT BapTO cKa3zaTu Mpo 3aIlIKaBIEHICTh Y HABUYKAX, sIKI BU Ha0yneTe, OTPUMABIIIH
BIJIMOBIJIHY TI0cay. Mae CKIacTHCs BpaKeHHS, 110 BU 3pOOUTE HEaOUsIKIil BHECOK
y PO3BUTOK KOMTIaHIi, a TAKOX OTPUMAETE HACOJIOY BiJl pOOOTH.

Yemeepmuii ad3ay TOBUHEH MICTUTH 1HPOPMAILIIIO II0]I0 HAHOUIBII 3DYYHOTO
yacy nJs crhiBOeciii, TUM CaMHUM JEMOHCTPYIOUM CUJIbHY MotuBauitoo. Ilicis
YETBEPTOTO ad3ally 3aJUIITE TPOXHU MICIIS Ta TOCTABTE ITiAMHC.



EXERCISES

EX. 1. 3an0BHITh NPONYCKH B JIUCTI, IOAAHOMY HHKYeE.

Dear Mr. Watson,

-------------- (mocunanns) your letter of 26 August,
(miaTBepmkeHHs) My participation at the Sales Workshop in October. --------------
(mpoxanns) if you could send me the program. ---------------- (mpuKpirUIeHHS
JOKYMEHTIB) Some suggestions for contribution.

—————————————— (mxomyBanns) that | will not have the chance to see you before

the workshop but (3aBepmanbHa yactrHa) to meeting you in October.
Yours (3aKiHYeHHS)
J. Hardy.
EX. 2. 3anoBHiTh Nponyckn HAHOLIbII JOPEYHUM CJI0BOM i3 HaBeIEeHUX Yy
TyKKaX
1. We were pleased to . . . (receive/ get/ send) your letter of September,

26. 2. With . . . (relation/ reference/ connection) to our telephone conversation we
would like to tell you the following. 3. We would welcome ... the (desire/ reason/
opportunity) to cooperate with you. 4. We have . .. (decision/ permission/ pleasure)
of inviting you to visit our company. 5.We would be grateful if you . . . (may/ should/
could) come to see us next week. 6.If you have any . . . (problems/ questions/
inquiries) do not hesitate to contact us again. 7. We would . . . (want/ like/ appreciate)
if you give us a ring. 8. We would like to continue this... (trend/ tradition/
communication) with the educational program. 9. We look forward to . . . (hearing/
listening/ seeing) from you soon.

Ex.3. HanuuiiTe BianmoBianL Ha JIUCT.
P. Watson Sales
Manager Pan Engineering Unit3
Dear Mr. Watson
We have pleasure in inviting you to our annual conference. It will take place at
the Sheraton Hotel, Glasgow from 15 to 18 April. We enclose details of the
conference, accommodation arrangements and a provisional program. We would
appreciate it if you could confirm your participation at your earliest convenience.
Yours sincerely,
J. Cooper
Conference Organizer
Barma BinmoBinp Mae MiCTUTH TaKy 1H()OpMAIIIIO:
1. IlocuitanHs Ha JINCT, HaBEJICHE BHIIE.
2. IlinTBepmKeHHs Bamioi y4acTi B poOOTi KOH(pEpeHIIii.
3. 3anuT Ha OTpUMaHHS OUIBII JAeTanbHOI 1H(OpMaLli Mpo mporpamy
KOH(pepeHiii.



Ex. 4. HanumiTe JucTa, o0Mpaoyum moTpioOHEe CJI0BO 3 HAaBEJAEHUX Yy
AYKKaAX.

Dear (Sir/Mr. Smith/Mr. President)1:

With (relation/reference/ connection) to our telephone
(dialogue/chat/conversation) .I am (enclosing/posting/ including) our latest
catalogue. | (shall/will/would) be grateful (that/if/when) 6 you (may/should/could)
come to see us on Monday 7th June at 11.00 a.m. to discuss our business. If this date
IS not (correct/comfortable/conven ient) | would (want/like/appreciate)
(if/whether/when) you could give me a call.

If you have any further (problems/questions/inquiries) please do not
(pause/delay/hesitate) to (connect/ contact/correspond) us again.

In the meantime, | (look/ expect/wait) 14 forward to (listening/hearing/seeing)
15 from you.

(Regards/Yours faithfully/Love) 16

EX. 5. JlonoBHiTH NpOHyMepoBaHi NPONYCKM B TEKCTi HalOiIbII
AOUIIbHUM BapiaHTOM CJIOBA 3 Nap, HABEACHUX HUKYE.

As At the end want But look sincerely | About
regards forward
With Finally would like | However | wait Faithfully | In
reference addition
75 Garbarska St.
90112 Lodz
Poland

Fast-Track Inc.
377 West Main Street
Boston, MA 02116
USA
March 16, 2007
Dear Sir or Madam,
1 to vyour recent advertisement in Kyiv Post,
I 2 to apply for the position of Sales Manager for Central and
Eastern Europe.
| have been working as Fast-Track Regional Manager for the south of Poland
for five years. During this period of time, | focused on developing sales, so that they
increased by 12%.

3, | also gained extensive experience of sales and of
managing teams in a wide variety of industries in Poland and in neighboring
countries.

4 my academic background, | have a degree in financial
engineering from the university of Krakow.

5, I am bilingual in Polish and English and I know the region
extremely well, as | travelled frequently through Poland and other central European
countries.




| believe this combination of practical experience and qualifications makes
me an ideal candidate for the Warsaw post.

Yours

Ex. 6. [IpuBeaitr y BignmoBiaHiCTL NPOHYMepoOBaHi

7

6 to hearing from you.

TAa TO3HAYEHI

JIiTepaMI/I YaCTHHH JIUCTA. HepeKJIa)IiTL JIUCT-3aNIPOIICHHSA YKpaiHCLKOIO

MOBOIO.

Dear Mr. Strauss,

As the Sales Manager of
Sigma, | would like

a)  to run a workshop on how to
prepare a budget

2. | have read many of your|b)  toyour reply
articles on successful
planning in the Financial
Times,
3. At Sigma, we believe c)  would be convenient
4. Therefore, we arrange d)  would be particularly helpful

for our junior team members

We would be very grateful if
you agreed

e) you can find time to accept our
invitation

In addition, a focus on how to
make accurate sales forecasts

f) and found them extremely
interesting

We realize that you are very
busy, but we hope

g)  regular
development seminars

professional

Any Wednesday or Friday in
the next five weeks

h)  staff training
importance

is of great

We look forward

1) to invite you to give a
presentation to our Sales Team

Yours sincerely, Alfred Axelrod Sales Manager



